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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.
1559

Page 1 of 2

Agency Division/Unit
DCS APB&G/MSC DIVISION DISTRICT COURT/MSC SALISBURY

Item
No Description Retention

Accounting Records

Contains petty cash reports, star billing,
budget reports, fixed assets report,
commodities inventory.

General Correspondence

All correspondence from Multi-Service
Division and APB&G Superintendents office.
Work request, complaints, correspondence
to and from other State Agencies and the
general public.

Square Footage For Building

File contains the square footage assigned
to State Agencies within the building.

Construction Submittals

Contains information for building construction,
building specifications, blueprints.

Policies; DGS, MSC, Personnel DGS

Files include rules and regulations policies
for employees, COMAR Books, job
specifications.

Retain for 3 years, then
destroy.

Retain for 3 years, then
destroy.

Retain until superseeded,
then destroy.

Retain in office for 3 years,
send to Records Center for
7 years, then destroy.

Retain until superseded,
then destroy.

«:nnu
Approved by Department, Agency,
or Division Representative.

Date

Signature

Type Name

Title

Robert Marvel

Schedule Auth
Archivist.

ate

Date

Signatura/e£

.;\.' V»i '..•.',

'.^••JE.-X'-'1

DGS 550-1 (Rev. 10/92)



4 DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

1559

Page 2 of 2

Item
No Description Retention

4

i>

Personnel Files (In-House)

Files include personnel records, in service
training, efficiency ratings, general
information.

Contract s/One-Time/Multi-Year

Files include, small procurement maintenance
contracts and service contracts.

Supply Purchases

Files include all requisitions, out of
schedule requisitions, purchase orders.

Health and Safety Files

Fire drills, safety, right to know incident
reports.

Retain until 3 years after
termination, then destroy.

Retain for 5 years, then
destroy.

Retain for 5 years, then
destroy.

Retain for 5 years in office,
then send to Records Center
for 20 years,, then destroy.

DGS 550-1A (Rev. 10/92)
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. P .O . BCX 273 . • •.
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AGENCY RECORDS INVENTORY

nc7>AKXi«E?n>/AUc.'«.r

Dept. of General Services
2. DIV is I C M '•'Annapbil^, ">'"::.' "••
Public Buildings'"'& Grounds

3.' UNIT . Salisbury- • ••.
• Multi-Service Center
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' Includes records of petty cash reports, star billing, budget reports, fixed
assets, inventory report, and commodities inventory report.
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Retain for 3 years, then destroy.

11. HA**: ANO TITLE cr PSET'ARSH

Robert Marvel Manager

Z g . TEL-E?HCr<E NUJEEH

410-548-7010

2 1 . CATS

1-28-93
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AGENCY RECORDS INVENTORY
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Dept. of General Services
2 . D t Y l s i o i ••A'nnapdll'S...•.->•••.•.' "..

Public Buildings"s Grounds '
3. UNIT. Salisbury : •'.

' Hulti-Servic.e Center
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General Correspondence
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Includes all correspondence from Multi-Service Div. .and Annapolis Public Buildings &
Grounds Superintendents Office. Work request, complaints, correspondence to and
from other state agencies, and the general public.
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Robert Marvel Manager
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AGENCY RECORDS INVENTORY
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AGENCY RECORDS INVENTORY
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' r ' ; . ' " ^ ' "2; Dtvisiot • ••'Annapolis.,^.;-
Public Buildings''& Grounds
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• • Multi-Service Center
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Construction Subnittals
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Contains information for building construction, building specifications, and
blueprints.
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riî : is
X •CAii_r • c. M=?*7>-2.r

1Z. FII_Z Escr.ses iNAcrr/s AFTsa
1 0 Z H=TTH(S] ^"fZAH(S]

. 2 . CJRTvEKT LOCATIONS! ( SLJ3C. .n-OCfi.SSCK |

General Office » i

201 Baptist St. Support Office

IX. IS fik"£=3= SEJl!S3 pUP«»!CATr= &5E2HE5S?
fcir Trs si-cc:r-r / . s a c r CJI err i cr ]

13. ACCESS JSSTR1CTICNS % YET .... .NC

[ ir TX=S, C:TX t^*{ «J a w s K j k r i w t *1

i s . A U = I T RscciRSiicrrs

C HOC: 8 STATE C FZZEKAL C I?

[7 IS AN 1MESX SYSTEM l."vJ7 ( |r TXS .«3"_» IM

C YES '•MC

IS . 7 S C 3 * ^ ? C : E = R£TE>rriCN
i

Retain until superseded,.. "
then destrbyu

j 1. HAKE: AND T I T L £ cr PREPARES

Robert Marvel Manager "

2 3 . 7E-EPHCWE HIAIEES

410-548-7010

2!. CATE

1-28-93

C<=3 I3 0-A (RC/TSEa Z/S7]



- rrnjcrr i •ys - -TTPZ CR PSINT A
•AJJAT?: FCSM FOR EACH NET* CR
'ICZ3 RE£=fea SES1ES. FCRXARD
•H RZCCRCS BETENTICM SC-2E£»JI_S
3 3 2 0 - ! J ' '

CSFAKTNOTT cr CZXEPJU- SSKYICSS
RSCCRCS WAKACZ3<EN7 DIVISICW

. P . O . BCX 273 . • •.
•• JZSSUP, MAKYl-aND 2373.X. " '

AGENCY RECORDS INVENTORY

cc?-AKivs?rr/Ai=3*cr

Dept. of General Services

2. DIYISICN '••Annapdiis."...̂ "-"
Public Buildings'& Grounds

3. trtlT. Salisbury " •

Multi-Service Center

•-INITICM-SECTRS SERJES-A anotj»« e r joK_».Tsa K C C S R S * TtoirMOt '.V F"li-xs AMO UXZ= A« A W I T r e *

" ;'.'l' BSCSSD SEH1E3 T1TLZ

;: Personnel Files (In House)

3 . EAJ2.1EST tSW/LATZST TTXXR

10Qn 75 Eresfint

1H 'H-E SSH1E3.

Files include personnel records, in-service training, efficiency ratings,
general information. .

Xt-rrr=?i s i z s c mcrzrriLit

S-'LscAi. StZS C c-VJ^JTZ^.

= K ' J O 3CCK C FT.CPPT Z t S <

= Aiaio TAPS: C VICES TAPS

~ CTXEH(SPSCIFT]

a. RE=?=: SERIES s a

Xr AL-'SAaSTTICAi.

C C-3?C?tC^C-GICAI.

R C7>ER( SPEC t?~r]

r1a<!<!i'fi'fafi'n

J . '/CLLVH:

X Flt-S CPJkTS=(S]

- cT>x?.(sP£=:?-ri

n

1 0 . A.*«UAL Ai W^ATlCtt

3f TILT CHATE?.(S]
C H!(-5CF1I_« FEZ^(S]

t t i S z r e c=wr-rr=s TAPE( S ]

rii_s: is L5E=

•XcAiur C. Mcrm-l-T

:z- F\LZ EECCASS iMAcrr/E A?Tt= Permanently

- n=rm-!(s] CfSAR(s]

CJRTS^T LCCATICN(S) (;

General Office
:. .n.ccf'.,SDcu)

201 Baptist St. Support Office

IX. IS F E £ = 3 = SCL'.'ES vtf="-ICATH=i ©JSTSyEHST

t i r T T 3 s7-e=:7-r /.carter CJI c m c s l
%YT3 «c D G S personnel - Baltimore

1 3 . ACCESS KESTR1CTICNS K TZS .! •- NC
I «»* r r s , C2TX t_*»{»] a K*su-_vr ic«{x]

I S . AU=tT R£OJ!R£liEf73

C HCT-CS * STATZ C f 5SAL C I«r==^^

17 IS AM 1NCEC S7STZH (JEST7 | i r T T J . W - H N
•niKTUTr AXU c » m i e AJ<T HARC*A«ey acrr^AJuc!

C TrES XNC

I S . REC=S*SE?O:S= Hi-.i-^TTlCN

Retain until 3 years "after termination,

then des*i«y_. >_̂

I 1 . flAXS A«C T:TT_E c r PSEPARE^

Robert Marvel Manager

; g . TZZ-EPHCNE wauajt z : . CATS

1-28-93

0<=3 330-4 (REY1SE3 2/S7J



• m j C T 1 ? i S - -TYPE CR PS INT A

•/V3AT?: FC7JK FCR EACH £ETy CR

'ICZ3 HSCS&D S S Z 1 E S . rCFCXAHD

3 3 2 0 - 1 ] ' "

BECSSDS MANACSKENT DIVISION
7273 WTS33.Ce R O D
. P . O . BCX 273 . •

•• J Z S S U P , MAKTUWD 2373.*. "

AGENCY RECORDS INVENTORY

CCTAKTUH^fr/ACEHCr

Dept. of General Services

1; DIV13ICM • '•"Annapcsris.",-.̂ -"'"'.' "
Public Buildings'& Grounds

3. WIT.' Salisbury •"•

' "Multi-Service Center

--1NITTCM-SSCSRS SS3UZS-A awotj^ o r X«-^T2E3 JOCCSHE* 7<OWV»T ',7' FT UTS A»O UXZ= AS A UNIT rCJl
'C2 A» I K J . Aa x m c r r t e w JWC n n y c a i T T w w~'-Trm^-r~' ;__

y" BSC=KC SE31ES 71TLZ

Contracts/ One Tine/ Multi-Year

3 . EAHLIEST - T S A H / L A T E S T TTSAR

1990 7= present

HEC=SS3 S31E5 CESSZUPTICH (aK1X3rT-T =»<=»*« T W T T T « cr ih^BUTioH/jccTWTs/rejBB rows

Files include; small procurement, maintenance contracts, and service contracts

--•LsCAi. SIZE C cnjajTXH

= ECJNI: SOCK i? ?o.a>pr s i s<

= AL31O TAPS C YIECC TAPS

~ CTHES(SPSCIF-r]

8 . FECTKC SEHIZS S^CL

. ^ AI_'«A2ETICA1.

C m > E 3 1 C A ^

C C-35CNCL.C-G1CA1,

C GSTCCrtAPHICAl.

% CT>X=(SPSCirr]

X FILZ CHATE?.(S]

1 / 4 X CCVPLTZ?. TAPSJSl
— CT>—H\ a«^i.—. F T j

. 1 0 . A.*«U*Z. ACT.W.'~AT1CN

X rii_r CHATS?.(S]
1 /10 c Htc=criLH B S T ^ ( S ]
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• rryuc-1 - ^ S - -TTPS CR PS INT A
•AJ?AT?: FCRM FCR EACH NCT CH
'1EZD RECskD SERIES. FCHXAKQ

RECSHDS MANACSJOEKT DIVISICN
7273 lATZfO-CO JJCAO
. P . O . BCX 273 . • •_.

MAKT1-WD 2 3 7 3 4 . '

AGENCY RECORDS INVENTORY

PACE - 8 cr ?_

ccrARnvE3rr/Acs3«rr
Dept. of General Services

2: DIVISICN • '•'Annapdiis."..-.">'':'
Publ ic Bui ld ings"s Grounds

3 . ' CHIT.' SaTLisbury: • •'. •
Mul t i -Serv ice Center

-1NITTCM-RECCRS SEHIE5-A anour o r Tixi-ATsa IDCCSHCX 7<aia<Ai_i.i' n i _ r a ANO A« A UMtT rcjf

•"" BEC=Sn SEH1E3 71"H.r

Supply Purchases
3 . EARLIEST TtS«/LJkTZST "TEAR

1990 Tc present

rC=?n3 SS3JES CeS=?IPTlCN I 1 " 1 1 7 1 - 7 = « < = « ! » TUX - n T M C^ lMrCJBiAT!OM/5CC»«=MTS/TC»a r o « n =

IN 'fr-E SSHIES. , IKC^'SS TX3E l-JWStt «Ut ?TStCTlC»f CX TMX XEJTTCs

Files include; all requisitions, out of schedule requisitions', and purchase

orders.

. R^CTFC SERIES rc*aiATvS]

X-i-ZCAi. S i r s C <—LnajT^i TAPS

- EC'_r<D SOCK C ?T_CP?r Z1SK

= Ai.T3IO TAPE C YTESS TAPS

; CTrEH^SPSClFT]

J . VCL1XE

X; Fir.: CHAI^H(S]

1/4 = c=*?-.-rz?. TAPE^ s jhmsu — CT>ju!(S7£Ct PT

IQ. A,'«UAi. ACrJrfCLATJCN

. C HIC=CFUJ< K3=:^(S]
KTJtT^S- = CTKP-JTZS TAP=( S )

3f--cAii_r c. i ccr i r

1 Z . F\LZ EECT.VSS IMACrr/E A?TS?.

= *CNTH(S] ^rSAalS]

CZJKKEX7 LCCATIO<(Si (ELSC. .rLOCP..a=C«l
General Office \ .'

201 Baptist St. Support Office

U . IS fiS?T=?=: ESP.1E3 Jlfr"_ICAT= CLSrS-S^E?

}F TTZ3 He DGS F i s c a l -

1 3 . ACC
( t r

17. IS AN IMCEX STSTZa US=7 [ If - n i . W U I X

•rucru? AKZ: c x m s i e AKT KARC-BAKS/ s c r r i A « ]

C YES x'NC

J S . REC3*^?CE= RET! •1CN

5 years, then destroy1.

1 •

1 1 . ;«AXE AND TITI-S Cr pSSPAHEH

Robert Marvel Manager

CC=3 33 0 -4 IRCYISZ-: 2 / S 7 ]

^ 3 . . TELXPHCWE NUrfEEH

-410-548-7010

• • , , w . .



smjrrr 1 ̂ s - -TYPE OR PSINT A
•/VHAT?: FCJ« FCR EACH NET CR
'1EZD R£C=fcO SEHJES. rCRXARD
-H BECCfiES SETEXTICH SOSZXJLX

3 3 5 0 - J ] - "

CSFARTWSNT CF CSSEHA1. SSKV1

REC=KDS MANACS^EKT DIVISION

7173 -EATZra-CG RCAJQ

. P . O . BCX 273 . •

AGENCY RECORDS INVENTORY

ccvAKinein'/Acsjcr
Dept. of General Services

2; DIVISION • '"Annapolis. ..-V'-
Public Builditigs's Grounds

3. UNIT.' Salisbury :

' 'ftiilti-Service Center

-1NITICM-TBECSH2 S5H1ES-A anouF e r TDCI-A": 3 K t s a n i •woiatw^.T n i x a AMO uses A* A UXIT rex

'*"?, PEC=KC SIES 7vn-r

Health and Safety Files

RSCSSD SE31ES EESCIPTlCfi { »KIX?T_T exscrtiaz TJOC TJT*«3 cr iN5ca«T!o«/5cc»e<73/rcwJ3 rsews
1M fr-E S S H I E S . , !MCl.l:CK T>OE ^"JJVCSC C3t ?X?«CT1CJ« C* TAX XETTTCS 1

Files include; fire d r i l l s , safety, right to know incident reports.

. Rrccrre szHiES rcfaukT ŝ]

'—i_rcAi. s:=s c C=IS=JTZH TAPS

= EC'_T<D SOCK C PT_CP?T Ci£K

= Ai--3IO TAPS C YIDE3 TAPS

" C-TT-ES^SPSCIFT]

S FILS CSATHH(S]

= WICSFILM RSZ^(S]

1 / 5 0 C CTMP-TZ?. TAPSl S 1

10. A.'«U»i AC=Jrt.-UkTICN

X TILS C=ATE?.(S]

. • C »-—-wai rafr'rv •

rius is usz=
.i-cAii_r C. ^CTCXLT

12 .
FILZ Escr^ss INACTIVE ATTXH Permanently

- Vl=?<TH(S] '^^rARlS]

. .n-ccp^sscuiC.-KFEXT L=CATICN(Si ( 2

General Office \

201 Baptist St. Support Office

1.1. IS K^i=?= SSKIES ;lft"_ICATS2 CS-SI

t i r "res sj-s=:x-r A S W C T CJ« e r r u

13 . ACC

I t r
SESTR1CTIOS X "TZS .. -. ^̂ C

, C : T X i_*y{»] * K o « j k T i c n ( z ]

ir IS AM INCS2: ST5T3J UES27 ( ! r T M . « » r j > ! «

C TES X;MC

I S , REC3*SMEZ= RET; •ICtt

Retain for 5 years in office,
then "send to Records Center
for 20 years. :

1 1 . flAXE AND TI"H_S Cr PSEPARSH

Robert Marvel Manager

= g . TCEPHCKE NUMEES

:.,. 410-548-7010

2 1 . CATS .

1-28-93
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